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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 
US Department of Transportation 

MAJOR SUBDIVISION 
National Highway Traffic Safety Admm1strat1on 

JOB NUMBER 

N 1-C/11p-o 9-y 
Date received / /4

1.2 I ~3 o 9 
NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 U S C 3303a, the 
d1spos1t1on request, 1nclud1ng amendments, 1s approved 

1---------------------------------i except for items that may be marked "d1spos1t1on not 
3 MINOR SUBDIVISION approved" or "withdrawn" in column 10 

The Office of the Executive Correspondence 

5 TELEPHONE NUMBER 4 NAME OF PERSON WITH WHOM TO CONFER DATE C ".!"r-11v~F THE UNITED STATES 
(202) 366-2534 Bernadette Millings/Sandra Hams I~~ k '-.d,O J--.--

I 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the dispos1t1on of its records and that the 
records proposed for disposal on the attached _I__ page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified, and that written concurrence 
prov1S1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

D 1s not requtred D 1s attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 
05/20/09 Carolyn Green /1 -/2 rl 

L-~ 1.-----~ 

I 

7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

This schedule covers and provides disposition 
authonty for NHTSA electronic records m the 
CCMMercury System, located m the Office of the 
Executive Correspondence, m the Nat10nal Highway 
Traffic Safety Admmistrat10n (NHTSA), 
Headquarters m Washington, D C 

from the General Accounting Office, under the 

D has been requested 

TITLE 

Records Officer 
9 GRSOR 10 ACTION TAKEN 

SUPERSEDED JOB (NARA USE ONLY)CITATION 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



r 

US Department of Transportation (DOT) 
National Highway Traffic Safety Administration (NHTSA) 
The Office of the Executive Correspondence Unit 

Name of Electronic System: CCMMercury System 

Purpose of the System: 
The CCMMercury System 1s a con-espondence track111g (or control) system which (l) 
provides a central repository for agency conespondence, (2) tracks and manages 
con-espondence, and (3) tracks agency correspondence letters, and provides 111format1on 
on conespondence The system 1s used to fac!11tate electro111c assignment, rout111g, and 
trackmg of the flow of conespondence 111s1de and outside NHTSA, and to assrst m the 
development of drafl: responses The ongmal documents can be scanned for drstnbutron, 
while ongmals are retamed by the Records Management D1v1s1on 111 accordance with 
approved d1spos1t10n schedules 

Note: Associated records are disposed of 111 accordance wrth DOT Record Schedules 
and/or the appropnate NARA General Records Schedules 

1 Inputs: (Includes mpats from other systems) CmTespondence 1s received 
from the general public, Congress, the auto mdustr)' as \veil as Federal and 
State agencies Data about this con-espondence 1s entered mto CCMMercary 

Disposition: Temporary Delete/destroy when data have been entered mto 
the master file or database and verified, or \vhen no longer needed to 
support reconstruction of, or serve as backap to, the master file or 
database, 1.vh1chever 1s later (GR8 20, Item 2) 

2 Master File: Data Inforrnatron about correspondence such as Congressronals, 
Freedom of Infon11at1on Act (FOIA) requests, Petrtrons, Reports to Congress 
and coITespondence generated w1th111 the Department, reports srgned by the 
Admmrstrator/Deputy Administrator or Seer etary/Deputy Secretary 

Disposition: Temporary Cut off at end of fiscal year Delete/destroy 
when 10 years old, or when no longer needed for other operational 
purposes 



3 ,..hi I s outputs from tiwc 1 give summanes of ti , o CJ er systems) Rout11e con-espondence and ti ng cover sheets---:Q-n:u:tp:~u!t~s~:~(I~n::c:IFHt~t~d:e:::::;:;;:::::::::::::~~~~~':;::!~':'.'.":~-"' 
Disposition· T ,e d,sposinon 
d .-iempo1ar•1 .g 1 

a m1111strat1\'e I o· I ye ete/destroy. \vhen no loager needed f •'5.,--&)- • •oa • aedH or other o' pe1 at1011al purposes (GRS ?Qml- , -tem 

4 S:rstem Documentaf 6of th wn: Syst,e Executive Correscmocumentat1011 l
Admm1stration fNHTS f~nde;ce, m the Nallonal ~ lo~='.ed w1thm the Office 
consists of operatll n_. m Nashmgton DC ,ganay Traffic Safot. 
desenpllon ofo~e,'~ manuals for the solh~are si;stem dernmentallon ) 
reqelfements adm~ mg environment. sofl->•are~fp ~canon, oser manoals 

' L ti L )mstratJ'1 1ar ma )
mstruct10ns and proc d : 'e procedures, system d " re operatinge mes, busmess rules a d a mm1strator operatmg-

. , n office O • o 
D1Sposition- Ten -peiatmg proced·1£es 

· 10orar• D I 1 ' 
1s supersed dye ete/destro ete (GRSO), , .,,,?Q1enIt the CCMM • e1•cury system e or becomes obs I 

- , em 11) 
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